State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Student Assistant (E&A) 1802-4871-900 50055125 1

APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION

Vacant SIWM/Project Services Office/Grants Admin & Bond

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
E
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Matt Nolbert Supervising Engineer, WR
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 11/3/11
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY
Under close supervision in a trainee capacity, the Student Assistant (E&A) helps staff with
database updates, performs data compilation, manipulation and analyses using Microsoft Excel
spreadsheets, answers Bond Management System (BMS) user questions, and supports other
program activities for the Project Services Office in the Division of Statewide Integrated Water
Management. The BMS is a web database tool that is the Department of Water Resources' primary
accounting and record system for Proposition 1E and 84 and other bond funded programs and is
used in engineering and other project management.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance according to an agreed upon schedule; exercise good
judgment; and posses numerical skills. The specific essential duties are as follows:

50% Under direction from permanent staff, provide support for all BMS activities. Support bond
activities throughout the Department including the Division of Integrated Regional Water
Management, Division of Statewide Integrated Water Management, the Division of Flood
Management, FloodSAFE, California Water Plan, Bay Delta Office, Safe Drinking Water Office,
FloodSAFE Environmental Stewardship and Statewide Resources Office. Provide phone and e-mail
support for BMS users including identifying problems and guiding users through step-by-step
solutions. Assist with BMS training in personal, small group and classroom settings.

20% Assist in entering, updating, compiling, manipulating data in excel spreadsheets for Bond funded
programs. Help staff compile, organize, and maintain integrity of large spreadsheets or databases.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
>
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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20% Assist in coordinating bond and project management information from various programs,

reviewing reports and preparing technical reports and documents. Assist with creating reports
generated by BMS and web-site maintenance. Provide assistance on researching and analyzing
various DWR program data including project engineering, management, funding and financial
information.

10% Prepare draft memoranda, correspondence, reports, and presentation materials with direction.
Assist in meeting preparation including, developing handouts, agendas, etc. and setting up
equipment.

SPECIAL REQUIREMENTS

Excel spreadsheet skills and aptitude to learn data systems are required. The Student Assistant
(E&A) must communicate clearly and courteously by email and over the phone, and be proficient
with computers and Microsoft Office suite. Knowledge of HTML and/or CSS is desirable.
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POSITION SUMMARY

Under close supervision in a trainee capacity, the Student Assistant (E&A) helps staff with database updates, performs data compilation, manipulation and analyses using Microsoft Excel spreadsheets, answers Bond Management System (BMS) user questions, and supports other program activities for the Project Services Office in the Division of Statewide Integrated Water Management. The BMS is a web database tool that is the Department of Water Resources' primary accounting and record system for Proposition 1E and 84 and other bond funded programs and is used in engineering and other project management. 

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance according to an agreed upon schedule; exercise good judgment; and posses numerical skills.  The specific essential duties are as follows: 

Under direction from permanent staff, provide support for all BMS activities.  Support bond activities throughout the Department including the Division of Integrated Regional Water Management, Division of Statewide Integrated Water Management, the Division of Flood Management, FloodSAFE, California Water Plan, Bay Delta Office, Safe Drinking Water Office, FloodSAFE Environmental Stewardship and Statewide Resources Office.  Provide phone and e-mail support for BMS users including identifying problems and guiding users through step-by-step solutions. Assist with BMS training in personal, small group and classroom settings.
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Assist in coordinating bond and project management information from various programs, reviewing reports and preparing technical reports and documents.  Assist with creating reports  generated by BMS and web-site maintenance.  Provide assistance on researching and analyzing various DWR program data including project engineering, management, funding and financial information.  

Prepare draft memoranda, correspondence, reports, and presentation materials with direction.  Assist in meeting preparation including, developing handouts, agendas, etc. and setting up equipment.

SPECIAL REQUIREMENTS

Excel spreadsheet skills and aptitude to learn data systems are required.  The Student Assistant (E&A) must communicate clearly and courteously by email and over the phone, and be proficient with computers and Microsoft Office suite.  Knowledge of HTML and/or CSS is desirable.
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